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1. INTRODUCTION

This manual is intended as a guide for student records section staff and also describes the procedures for managing and maintaining current records.

2. FUNCTIONS AND RESPONSIBILITIES OF STUDENT 	RECORDS

The essential functions of student records are to:-
Open First Time Entering Students’ files
 Index student files
File relevant records and documents.
Issue and receive student files to and from users.
Build up and control all officially registered student files and other documentation in our care, so that they can be produced quickly by means of effective indexing and classification.
Know the location of all officially registered students’  files in our care and be able to produce them quickly, by means of effective indexing, classification and tracking procedures.
File users must check the files in this office and can make required copies of records and documents.

3. RESPONSIBILITIES OF THE STUDENT RECORDS SECTION 	STAFF TOWARDS USERS

Student Records Section exists in order to provide a service to the users who need to access to student records.  Users are always shown the maximum possible courtesy and co‑operation, and efficient student records staff will take every opportunity to learn the particular needs and requirements of their institution and its users.  The student record staff will react promptly to complaints by users, giving reasoned replies and explanations.  Suggestions for improvements from users are actively encouraged.  

4. RESPONSIBILITIES OF USERS

Well-run student records depends upon an active partnership between its staff and users.  Student records staff relies upon users  to:-
Deal with files promptly and return them to the records office when they are no longer in use.
Keep files free of ephemeral material such as duplicates, drafts and so on
Provide student records section with a completed file movement slip whenever they pass a file to another officer 
Co-operate fully with all necessary record checks, including censuses and searches conducted by the student records staff.

5. OPENING OF  A NEW  STUDENT FILE

After registration period of each year, student records staff:
·  Should request a print-out of all student registered for that current year. 
· Open files for new students with the students’ application for admission form as a first document. 
·  Remove and dispose of application for admission forms of those not registered for that current year. 
· Transfer student files to the active storage area, and store them numerically.

6. FILLING OF STUDENTS’ DOCUMENTS AND RECORDS

All new students’ records and documents brought to the student records section have to be listed, and the receiver has to sign for them.
Classification systems are required to identify individual files and forms of records, and to indicate the logical relationships between files and records.  Without some system for classifying papers, it is not possible to show the links between related files or to file papers consistently and accurately.  
Students’ records and documents received at the students records section after registration, or on return from circulation, must be placed on files as soon as possible. 

6.1 Numbering records and documents on student files
Documents and the accompanying enclosures must be placed on files in ‘date of receipt’ order (the most recent on the top).  Number each paper on the file consecutively in the top right hand corner with the number being enclosed in a small circle.  This is called the folio number.  If a document runs to more than one page, the whole document, not the individual pages, is numbered. If the document has several attachments, then these must be given alphabetic suffices, for example:
main document 		
first enclosure 	= A
second enclosure = 	B

7. RECORDING THE EXISTENCE OF A STUDENT FILE TO USERS
Establishing control over student files
When a student file has been opened, its existence is reflected in the print-out so that it can be managed, tracked and produced whenever it is required. There are two main basic control mechanisms that are required to document each file. If any one of these is omitted, then the student records section will not be able to keep track of student files. 

7.1 File register
Record all incoming and outgoing files as follows:
· Student number
· Student’s surname and initials 
· Out (student records staff and date; and  user name and date)
· Back ( Received by i.e. student records staff and date )





7.2. File index form

The next step is to prepare a file index form. It assist student records staff and users to know which documents are inside in every student file as recorded in the file index form. When the student files are issued to the users, file index forms have to be removed from the files and filed at the exact location of the issued student files.

8. HANDLING OF STUDENT FILES RETURNED TO THE RECORDS SECTION
8.1 Returning files to the records section

Users should return files to the student records section as soon as they are finished with them, files have to be put away immediately.  No file, other than those due for ‘hold over’ for the next day (see below) will be left out in the office at the end of the day.

8.2 Hold over system

The “hold over” system enables a user to request the student records section to reissue a file on the day that he or she needs it.  File users should be encouraged to take advantage of this service. The “hold over” system eliminates the need for users to hold on to files for long periods if they are not working on them.
The success and efficiency of this system prevents many of the problems encountered by the student records section staff, such as prolonged retention of files by users and the consequent difficulties in locating files or the need to spend excessive amounts of time carrying out censuses and searches.

9. CONTROLLING STUDENTS FILE MOVEMENT
9.1 File census

It must be accepted that sometimes an officer will pass a file to another officer when he/she has finished using it, without the file’s transfer being recorded in student records section. In order to confirm the location of files that are not in the student records section’s custody, student records staff should carry out a regular census of every file issued to users. If no discrepancies are found the frequency of file censuses can be reduced.
Students records section must visit every user at regular intervals (once a week is recommended) to verify availability of all the files held by that officer.  The person carrying out the census must check the information in the file register to ensure that the up-to-date location of each file is correctly recorded.  If there is any discrepancy, it should be reported to the head of the student records section. Files should not be removed from an officer’s table without his knowledge. If he is absent, a note should be left stating where the file has been taken.

9.2 Tracing missing files

If a file is missing, student record staff must proceed as follows:-
· The head of student record section must contact the user to whom the file was last recorded in the file’s transit sheet and ask him or her to trace it.
· The head of student record section must also circulate a note to all officers asking them to check whether they have the file.
· If the file still cannot be found, a special search must be initiated by an officer with specific authority to ensure that the search is effective.  The search must be repeated several times if necessary.
· As soon as student record section staff learn that a file is missing and may be lost, the user who lost it must write a report to the head of student records section, who must forward it to the Assistant Registrar.
· Student records section staff must write the words ‘missing file’ on the relevant file index sheet. A list of missing files should be maintained by the head, periodic searches carried out and a record kept of the areas searched.



9.3 Temporary files
Temporary file has to be opened in place for the lost file. A temporary file is opened in the same way as a normal file.  It is given the same number as the missing file and its existence is recorded in the normal way, a file cover must be boldly marked with the word ‘TEMPORARY’.  All relevant record sheets should be similarly marked. No temporary file should be opened without the authority of the head of the Student Administration.
When the original file is found, all papers on the temporary file must be transferred to the original file (in proper date sequence).  Mark the front cover of the temporary file with the date that the original was found. 

10. CLOSING OF STUDENT FILES 
This section of the procedures manual deals with all aspects of closing files and their subsequent treatment.

10.1. Closing files
Student records section is required to close student files at regular intervals i.e. when a student has passed away.  They retain the closed files for periods laid down in disposition schedules (the institution doesn’t have one at the moment).  At the end of this period some files are destroyed, but the majority is transferred to the archives.  No further papers should be added to files that are closed. The method of closing a file is to write the word ‘CLOSED’ diagonally in bold letters across the front cover, together with the date the file was closed.  

10.2. Custody of closed files

Although no new action may be taken on a closed file, and no new papers are added, closed files should be kept available in the student records section (or in a nearby file store) for a period of time so that users may easily refer to them.  If users request closed files, the file movement should be recorded. 

11. RECORDS MAINTENANCE
[bookmark: _GoBack]
11.1 Security of records

The following security precautions must be in place at all times.

· The student records section must be closed during lunch and after hours.
· During office hours the student records section should not be left unattended.
· Only student records staff are to go beyond the service counter

11.2. Fire prevention measures
· Measures should be taken to prevent and control outbreaks of fire.
· Do not allow smoking in any file storage areas. Adequate numbers of fire extinguishers must be provided and maintained.  Electrical appliances should be switched off at the end of the day.  
· An emergency plan should be in place and tested regularly.
· All student records staff  must learn to handle fire extinguishers. Only CO2 fire extinguishers may be used. Water in all instances, must only be considered as a last resort.

11.3. Damage through handling
All officers must be aware that it is considered to be a violation of the National Archives of South Africa Act (Act No. 43 of 1996) to deliberately damage records. This includes deliberate damage by careless and indifferent handling. Records must therefore be handled as carefully as possible. Careful handling also saves time and money because damaged file covers do not have to be changed as regularly. The greatest care must be exercised in the handling records, especially when turning pages. Pages must not be folded. Officers must not disturb the order of the papers and they should not make any mark on the item or remove it. Eating and drinking when handling records is not allowed.  Spilt drinks and food can cause serious damage to records. 




12. MONITORING THE STUDENT RECORDS SECTION PERFORMANCE
Head of the student records section must initiate regular surveys of users’ responses to the services provided and take immediate action to make improvements when problems are reported.

12.1 Symptoms of difficulties in the student records section
The student records procedures need attention when:-
· Student files take too long to circulate.
· Students’s records and documents are put on the wrong student  files.
· There is lack of user trust because papers are not readily available. 
· Users keep files and documents in their offices, thus making information unavailable.
· Schools send records to the student records section only when they need space in their offices.
· Filing or indexing backlog.
· Student records section becomes untidy.
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